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STEPS TO REACTIVATE YOUR EVA ACCOUNT

If your user name was created before 1/6/2003, you must reactivate your account.

For eVA technical assistance, please call 866-289-7367 to speak with a live technician.
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1. To reactivate your eVA account, access the eVA home page at:
http://www.eva.state.va.us/ .

- Click here in the Vendors click here to Register entry below the eVA logo to open
the eVA Vendor Login page.
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2. Atthe Vendor Login Page, Click Register to open the eVA Vendor Portal
page.
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3. Atthe eVA Vendor Portal page, click Vendor Registration to open the Vendor
Registration Requirement page.

Note: Specific important information is listed regarding the registration process:

- The help & advice button is readily accessible for information and assistance
during the registration process.

- The Find button will display a list of choices to select when shown.
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4. Read through the listed information you will need to obtain to complete the eVA
reactivation process.

At the bottom of the Registration Requirement page, click Continue to open
the Search for your company location page.
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5. The Search for your company location page will provide a search field for you
to search for your company.

- In the Company Name field enter in the company name and click Search.

Note: If you have a lengthy company name, limit the text entered when
searching for your company to provide the best results.
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Note: The Security Information dialog box may appear. You will be prompted to
display nonsecure items. Click Yes to continue with the eVA reactivation

process.

WVerification Required

Please verify thal you are parl of this organization by entaring the TIN number of your Headguarters and hitting submitfyou are unsure of the TIM

number please contact the YWebRe pistar for

our Headquarter,

Vendor Vierification Passward I

Tax 1D numbers mus! be 9 digi's, no da

Return to Yendor Name Search

- In the Vendor Verification Password field, enter in your companies 9 digit Tax

ID number (no dashes).

- Click Submit to open the Memorandum of Agreement page.
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Read the Memorandum of Agreement thoroughly. If you accept the terms of the

agreement, click Accept Terms at the bottom of the page to open the General
Information page.
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6. The General Information page will show a listing of fields with your eVA account
information. You will need to enter new User Name and Password information in
the User Name/Password section.

- Scroll down below the Location Verification section and enter in the
appropriate fields listed:

- The Security Question drop down menu is available in case you misplace your
eVA password.

- Select a specific question from the Security Question drop down menu and
enter an answer in Security Answer.

Note: It is recommended that you do not enter any nonnumeric / nontext characters
within your User Name or Password.

- Confirm that you have entered in your Email address and Fax number.

Note: You can choose to be notified of bids via the Bid Notification if you have
previously registered with a Premium (2) registration level.
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7. - Click Continue at the bottom of the page to advance to the Registration
Summary page.



Registration Summary
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8. The Registration Summary page will show your eVA account information with
the new User Information you just entered.

Please verify that all fields are correct. If you feel you will need to edit any
information, click Make Corrections and correct the necessary fields.

- If all the fields are correct, click Continue to complete the reactivation process.

Registration Confirmation

Congratulations!? You have completed the required registration.

Maw ay no }ilh UserMame & Password you just created 1o access your profile & respond 1o Solicitations.

9. The Registration Confirmation page will show. Click Login to access your to
open the eVA login page and access your reactivated eVA account.

Welcome to eVA
Virginia's Total e-Procurement Solution

Registered Users

« Account Maintenance « Add my company

¢ Respond to Cluick Quotes » Add my location to exsting account
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10. Enter your newly created User Name and Password in the User Name and
Password field. Click Login to open the Welcome to eVA Vendor Portal page.



Welcome to the eVA Vendor Portal

Yoaur Lser ID s cumently walid for multiple Locations within your organization. Please select the Vendor Name you wish 1o be associaled
with for this session. The Data presented for “Vendor Mamtenance” and "My Responses”™ will be filkered for this session based on the
Wendor Name you select. All bids created during this session will also be tied to the Vendor Legal Mame you select here. To change which
Wendor you are associated with for a session, return 1o this page by clicking the "Home® button in the upper right hand comer of the screen
& then change your selaction for the Yendor Legal MName.
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Ag a registened user at the oA Vendor Portal, you can

» Business Opportunities WMBO) - view posted solicitations and award notices, respond to Quick Quaotes and electronic Solicitations

= My Hesponsaes - view, edit, or check the status of your rezponzes to electronic Solicitations.

b Account Maintenanca [ update your information or add addresses, commaodities andfor locations
+ Yendor Bulletin Board ({BBS] - view vendordo-vendor solicitation comments

Helpful raminders about this sia:

¢ The browser “Back” button should not be used
& The Logout button should not be used dunng registration

+ The button is available on each page

s The button will dizplay & st of field choices
+ The*is used to ientify required felds

11. At the Welcome to eVA Vendor Portal page, click Account Maintenance to
update all the information for your account including all addresses, commodity
codes, and contacts.

Account Maintenance

This Section will allpw you 1o mainiain the information aboul your account. Please update your
information as your operation changes

« Headquarter Information  This seclion allows you ta view information about the Headguartar of yvour location.

» Master Addresses  Provides alist of all addresses associated with vour Headquariers. These addresses can be used with localions whan
tr‘EEIIhg laeation specific address IRformation

» Contacts This section allows you to view and edit your contact information. Contacts are kept at the Headguariter level not the indiidual
lacation lewal,

e User Information  This seclion allows you bo view and edit your VS5 User 1D, passward, user contact and secuity inforrmalion..

o Location loformation  This seclion allows you i view and edit mane specie infarmation relaled 1o your location $ueth as Organization Type
({Individual or Company), classification (Indmdual, Sole Proprietorship, Parnership, or Incorporated) and Discount Terms.

= Address Information This section allows you lo view and edit the address information specific to your location.

o Business (SWAM) Types This section allows you to view and edit the business pes that describe your arganization (e.g., Minoriby-Cremad,
WnmEn-CrmiEd)

» Service Areas  This section allows you to view and edit the geographical areads) that your busingss semves
» Commuodities This section allows you 1o view and edit the commodities that your company has reglstered for
o Location Users This section allows you 1o view and editthe list of Uzer's who are assigned bo this location,

= friba Account  This link takes you fo the Ariba Supplier Network 5o you can update your electronic order account. MOTE: data in this account
should akwivs rmatch vour Qrder Address infarmation

Note: Please take a moment to scroll through these links to make sure you have
the most current information on your account.
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